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ABSTRACT 

The general parpose of the occupational analysis is 
to provide workable, basic information dealing with the many and 
varied duties performed in the secondary school clerical aide 
occapation. The document opens with a brief introdaction followed by 
a job description. The balk of the document is presented in table 
form. Seven duties are broken down into a number of tasks and for 
each task a two-page table is presented, showing on the first page; 
tools, equipment, materials, objects acted upon; performance 
knowledge (related also to decisions, cues and errors) ; 
safety— hazard; and on the second page; science; math— number 
systems; and communications (performance modes, examples, and skills 
and concepts). The duties include: performing office functions; 
operating office counselor, attendance officer, media specialist, and 
school nurse. (BP) 



♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦^^ 

♦ Documents acquired by ERIC include many informal unpublished 

♦ materials not available from other sources. ERIC makes every effort * 

♦ to obtain the best copy available, nevertheless, items of marginal * 

♦ reproducibility are often encountered and this affects the quality 

♦ of the microfiche and hardcopy reproductions ERIC makes available f 

♦ via the ERIC Document Reproduction Service (EDRS) . EDRS is not * 

♦ responsible for the quality of the original document. Reproductions * 

♦ sapplied by EDRS are the best that can be made from the original. * 



ERIC 

hmimiymrn-naaa 



ON 

ol 



I i 



< 

o 

a 
O 



ERIC 



zr 

:r 

8 

UJ 

O 



o 

Co 



v3 

§ o 



10UC*TI0«»W1LM"« 
JfiriONALlHSTITUtlOr 

EDUC,»TtON POSITION 0« POLICY. 



AN ANALYSIS OF THE SECONDARY SCHOOL CLERICAL AIDE OCCUPATION 

Developed By 



Judy K. Murphy 
Instructor » lOE 
South High School 
Colunibus » Ohio 



Frances E. Bond 

Consultant 

Education Aide 

Mohawk Jr»/Sr. High School 

Columbus f Ohio 



Nancy Clar'Ce John W. Keller 

Consultant Consultant , 
Secondary School Aide Audio -Visuals 

Northland High School South High School 

Columbus, Ohio Columbus, Ohio 



Occupational Analysis 
E.P.D.A. Sub Project 73402 
June 1, 1973 to December 30, 1974 
Director: Tom L. Hlndes 
Coordinator: William L. Ashley 



The Instructional Materials Laboratory 
Trade and Industrial Education 
The Ohio State University 



ERLC 



**The activity which is the siibjeet 
of this report was supported In 
whole or in part by the U.S. Office 
of Education, Department of Health, 
Education, and Welfare. However, 
the opinions expressed herein do 
not reflect the position oriiolicy 
of the U.S. Office of Education, 
and no official endorseoent by the 
U.S. Office of Education should be 
inferred.** 



ERIC 



4 



TABLE OF CONTENTS 



Foreword v 

Preface vii 

Acknovledgnent * • • . ix 

Job Description xl 

Duties 

A Performing Office Functions 1 

B Operating Office Equipment 19 

C Assisting the Teacher In Non-professional Tasks . 31 

D Assisting the Guidance Counselor A3 

E Assisting the Attendance Officer 49 

F Assisting the Media Specialist 57 

G Assisting the School Nurse 77 



ERLC 



FOREWORD 



The occupational analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education, The Ohio State University in con- 
junction vlth the State Department of Education, Division of Vocational Educa* 
tion pursuant to a grant from the U.S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train voca- 
tional educators in the. techniques of ti?aklng a comprehensive occupational 
analysis. Instructors were selected from Agriculture, Business, Distributive, 
Home Economics and Trade and Industrial Education to gain experience in 
developing analysis documents for sixty-one different occupations. Represent-' 
tatives from Business, Industry, Medicine, and Education were Involved with 
the vocational instructors in conducting the analysis process. 

The project was conducted in three phases. ?hase one involved the planning 
and development of the project strategies. The analysis process was based 
on sound principles of learning and behavior. Phase two was the identifica- 
tion, selection and orientation of all participants. The training and work- 
shop sessions constituted the third phase. IWo-week workshops were held 
during which teams of vocational instructors conducted an analysis of the 
occupations in which they had employment experience. The instructors were 
assisted by both occupational consultants and subject matter specialists. 

The project resulted In producing om hundred two trained vocational instruc- 
tors capable of conducting and assisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis Included a statement of the various tasks performed 
in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, science and communication needed for successful per- 
formance in the occupation. The analysis data provided a basis for generating 
instructional materials* course outlines, student performance objectives, 
criterion measures as well as identifying specific supporting skills and 
knowledge in the academic subject areas* 
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PREFACE 



There Is no clear*cut definition of the role of a teacher's aide. It is realised that the 
role varies from school to school and system to system. 

This analysis is intended to analyze the duties and tasks of a teacher's aide. It by no means 
Includes all tasks performed by an aide; nor does it mean that the tasks listed herein must be 
performed by an aide. It is believed » though » that a person who is able to carry out some of 
these tasks and has the ability to relate well with people » especially young people, would 
qualify for this occupation. 
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Job Description 

The secondary clerical teacher^s alders duties are primarily two-fold: (1) to perform a 
variety of clerical duties In the various subject area departments, such as the social 
studies departnent; or school services offices » such as the attendance office, (2) to 
assist the teacher with non -professional duties such as recording grades. Since the 
clerical aspect of the aide's duties Is vast. It Is essential that a person considering 
this occupation seeks clerical training. If It Is not already a part of his/her background. 



Duty A Ferfonlng Office Functions 



1 Answer the telephone 

2 Type end correct ipirit master 

3 l^rpe end correct stencil 

4 Type foms such es registrations, certificates and schedules 

5 Type school reports, special events programs (sports, music, plays, etc.) 

6 Proofread correspondence 

7 Assist in i4»date schools records such as student schedules 

8 Assist in distributing school materials such as textbooks 
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